Writing in a second language is not an easy task, especially when an academic audience will evaluate the product (paper). A good paper does not happen the first time anyone sits down to compose. The paper only becomes a valuable product after the writer plans, organizes, drafts, revises and edits it. Therefore, the process of writing truly demands time, practice, and tools. Tools that guide or instruct the writer in expressing his or her ideas overcome some of the hurdles in writing. One such tool is a writing reference or, better yet, tips on how to "put it all together" creating a fine-tuned product (paper).
Unnecessary Repetition
Good writers use repetition for emphasis, clarity and parallelism; however, when repetition is used without reason, it is awkward and wordy. Notice the repetition in the following sentence
EX:
The last chapter of the novel revealed what finally happened at last to all the characters mentioned in the novel.
Revised:
The novel's final chapter revealed what happened to all the characters.
In addition, repeating words with more than one meaning leads to confusion. Look at these examples:
EX:
In case there has been an error by the lower court in a trial, the case goes to a superior court, in that case, for a retrial by the higher court.
Revised:
If the lower court errors in a trial, the case moves up to the superior court for a retrial.
EX:
The fire inspector fired two firefighters after inspecting their records.
In this last example, fire inspector and firefighters may be necessary for understanding, but both verbs should be changed to appropriate synonyms. Checking for repetition should be done at the editing stage of the writing process.
Topic Sentences
Most English writers rely greatly on topic sentences to introduce their main ideas. A topic sentence is a concise, general, and often intriguing sentence that introduces the main point of a paragraph. Generally, topic sentences begin a paragraph. Next are the supporting sentences, which further develop and expand on the topic sentence. Finally a concluding sentence finishes up the idea. These three components create a full paragraph.
Some students dismiss topic sentences because they see that professional writers do not always explicitly use them. Beware of imitating professionals since their skills are highly advanced. For international students, topic sentences are usually essential and strongly advisable. Here is a short paragraph with the topic sentence underlined:
No other inventor has had more impact on modern life than Thomas Edison. Most people know that he invented the light bulb, but few realize he also invented the light switch, the light socket, and the three-way wiring system. He also invented ore-crushing machines, underground electric mains, storage batteries and electric pens. The electric railway car, the railroad signal, the phonograph, and the motion picture camera are other Edison inventions. In fact, he even invented wax paper. Seeing how this genius influenced modern life is easy; without him our lives today would be greatly different.
A topic sentence is the most important sentence in a paragraph. It should briefly sum up the main idea and be interesting enough to draw the reader into the paragraph. At the same time, this sentence keeps the writer on track by focusing on only the main idea of the paragraph.
A useful strategy for starting a thesis and developing topic sentences is to use the Table of Contents, and write a complete topic sentence for every section and subsection. These topic sentences help the students crystallize their ideas on the various sections. Topic sentences also serve as a "road map" for writers (and later the readers) to know where they are headed. In other words, without topic sentences, the writer often does not know what points will end each section and what points will begin the next section. This wastes a great deal of time.
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The Pronoun One When used as a pronoun, one has some distinct usages. In American English, some of these usages are substituted for personal pronouns because the pronoun one reads a bit stuffy or pretentious. However, at times, using one is appropriate as an impersonal, reflexive or possessive pronoun. Using one is preferable to using the pronoun you. In formal writing, especially, one should not address the reader as you. As illustrated in the last example, one can be used in the plural when it represents a group of things or people.
Numerical expression
EX: One of the operations was cancelled due to budgeting.
Impersonal Form
This usage can represent the writer, a collective group like the writer or a class of people.
EX:
If one fails to assess the data correctly, the input is compromised.
Reflexive and Possessive Forms
In American usage, these forms of one, one's and oneself, can often be replaced by other pronoun forms, such as his or her. EX: One must learn from one's (his) mistakes.
EX:
If one misjudged the next cliff down, one could hurt oneself (herself).
Note: Both examples of personal pronoun usage are restricted to spoken English since gender bias occurs with himself or herself.
Plural Usage

EX:
The ones speaking out for anti-war policies represented a minority of those at the rally.
Note: Ones represents a common group of people while those refers to everyone attending the rally.
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The Dash
A dash looks like a short straight line used to emphasize parenthetical material. English writers rarely use dashes-which are intrusive-in formal writing. As an example, two dashes were just used around the above which clause. In that clause, a comma before which would have been enough. Save the dashes for strong, emphatic points.
Here are a few rules about dashes:
Use dashes to set off parenthetical material that require emphasis. Leave no space between the dash and the first and last words being set off. In other words, the dash must touch the words that precede and follow it.
EX:
Japan's economy was strong-even booming-during the 1980's.
Note: Dashes are much more emphatic than commas or parentheses. Because dashes are abrupt, halting a reader for a moment, they should not be used too often.
Use dashes occasionally to set off an expression that summarizes or illustrates the preceding statement. Such expressions are often appositives that the writer wants to emphasize:
Fearing confrontation, many teachers are not honest with students-meaning they will not tell them when their work is inadequate.
Use a dash before a credit line, as at the end of a quoted passage that begins a chapter of a thesis.
Kind words can be short and easy to speak, but their echoes are truly endless.
-Mother Teresa
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Tense Consistency
International students frequently shift tenses improperly when creating complex sentences. Complex sentences are created with subordinators like when, where, while, as soon as, since, etc. Here are examples (notice that there are subjects and verbs on both sides of the subordinators.):
Ron works like a horse while his wife eats chocolate. She found $10 when she stepped out the door. NATO planned to expand when the conditions were suitable.
Generally speaking, the main clause dictates the tense of the dependent (also called subordinate) clause. The general rules are as follows:
If the main verb is present tense, the subordinating clause is generally present tense, but can be past or future tense.
If the main clause is past tense, the subordinating clause is simple past tense or past continuous tense.
If the main clause is future tense, the subordinating clause is simple present tense.
If the main clause is present perfect tense, the subordinating clause is present perfect tense or simple past tense.
If the main clause is past perfect tense, the subordinating clause is past tense.
The problem of tense consistency is generally not a lack of knowing the tenses, but a lack of monitoring and editing verb usage. Use these simple rules when editing academic papers.
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Variety of Sentence Structures: Part 1
Using a variety of sentence structures allows the writer to create coherent and fluent papers. Students can improve their written work by modeling some basic varied sentences
The following examples are categorized into simple, compound, complex, and compound-complex sentences. NOTE: Pay close attention to the punctuation in each example.
Simple sentences are independent clauses.
EX:
The explanation was carefully done.
Compound sentences contain one or more independent clauses connected with one or more coordinating conjunctions (and, but, or, so, yet) , or a semi-colon with a transitional expression.
The analysis was carefully performed, but the committee still showed resistance.
The explanation was carefully done; nevertheless, the committee still showed resistance.
Complex sentences contain one independent clause and one or more dependent clauses.
When the committee read the analysis, they voted to reject the information. Or The committee voted to reject the analysis after they read it.
Compound-complex sentences contain at least two independent clauses and at least one dependent clause.
When the meeting started, the coordinator introduced the members of the committee, and the non-members presented their analysis of the documents, which they had carefully assessed.
This last example has two independent clauses and two dependent clauses.
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Rules about Numbers
Here are some general rules about using numbers in writing:
1. Never start a sentence with a number. Spell it out or recast the sentence so that the number does not begin the sentence. A sentence can begin with a date, but it is generally suggested to recast the sentence.
EX:
Nine days had passed before receiving the news. The military inverts the conventional format for dates.
EX: January 16, 1978" into "16 January 1978
Be consistent with the format of dates throughout a written assignment or thesis.
3. Use commas to separate thousands, millions, billions, etc. English readers are accustomed to this visual aid in deciphering numbers. Don't use periods in place of the commas (as in some countries). The period mark (actually called a "point") is used for decimals.
EX: 25,000 units 4. Write numbers in the millions as numerals or as a number plus the word million. The word million is not plural when used after a number. When writing about money, use a numeral followed by the word million or billion. Don't forget to use the dollar sign ($) before the number, not after it.
EX: 2.5 million people or 2,500,000 people EX: $2.5 million/billion Note: Usage of cent/s is carried after the amount.
5. Spell out the numbers from one to nine. Then use figures (digits) for all numbers 10 and above.
Exception: In a paragraph with many numbers, some under and over ten, use figures for all of the numbers. Be consistent in usage.
6. Write the percent mark (%) after the numbers. Some writers prefer the percent symbol and others prefer to spell out the word percent.
EX: 52% of the nation or 52 percent
Optional usage: Spell out the expression of money or percentage if it is fewer than four words: seventy-five percent, twenty-four dollars.
7. Pluralize figures with either 's or s. It is becoming more common to drop the apostrophe mark, but it sometimes aids readers, depending on the font used, to maintain the use of an apostrophe. 
and the general second-order equation is d2y/dx2 + p(x)dy/dx + q(x)y + r(x).
Redundancies
Redundancy means you are repeating yourself. Writers must be careful to eliminate words or expressions that have the same meanings. At times, redundancies occur because a writer uses an adjective or an adverb that has the same meaning as the noun or verb it modifies. For example, one cannot logically say that something is very perfect or very unique because if something is perfect or unique, it cannot be made more or less perfect or unique.
Another example is twelve o'clock noon. This is redundant because the word noon only means twelve o'clock p.m. Thus the proper usage is at noon or at twelve o'clock p.m.
In speech, redundancy is forgiven.
EX: "Boy, it's really raining outside." (Where does it rain inside?) Or, "Gee, look how beautiful the stars in the sky are." Are stars found on the ground? "The plane crashed into the earth." Have planes crashed into the clouds? This type of redundancy is okay in casual conversation, but it would be unacceptable in formal writing.
The following list of common phrases are redundant in nature, but can be reduced to a more appropriate form: 
Quotation Marks
The following rules cover most of the usage for quotation marks.
1. Use quotation marks to enclose direct quotations, whether the quotations were originally spoken or written:
EX: The police officer asked, "Who is responsible for this accident?" Both drivers responded, "He is!" 2. Use a block quote for a quotation of 30 or more words (around three or four lines of print). Set off the quote by indenting ten spaces from the left and indent the first line five spaces. This is called a "block quote." Do not use quotation marks around a blocked quote. Use a colon, not a comma, after the sentence introducing a blocked quote.
EX: Human Rights Article 18 states the following:
Everyone has the right to freedom of thought, conscience and religion. This right includes freedom to change his religion or belief, and freedom, either alone or in community with others and in public or private, to manifest his religion or belief in teaching, worship and observance.
Note: Some departments may require that the blocked quote be doubled-space.
Ask your professors. The thesis processing office requires quotations of more than 30 words to be blocked and single-spaced.
3. Use quotation marks around the titles of newspapers and magazine articles, television and radio programs, and chapters or subdivisions of books. Do not use quotations marks around the titles of books or the names of newspapers. Use italics for book titles and other large publications.
EX:
The article in the New York Times entitled "Earning Power in 50 Industries" identifies the computer industry as the industry of choice for earning potential. .
Use quotation marks to emphasize words representing themselves:
EX: She always mispronounces "walk" and "work."
5. Place periods and commas inside the quotation marks. This rule applies to all uses of quotation marks, for quoted material, for titles of publications, etc.
EX: I asked him, "Did you write the article, "Time and Again," " and he said he had.
Note: Single quotation marks are used for a quotation inside a quotation.
Put colons and semicolons outside quotation marks:
EX: She said two months ago, "Without Mel Gibson, I have no life"; today she loves Ricky Martin.
7. Put question marks and exclamation points inside quotation marks, unless they apply to the sentence as a whole and not to the quoted material:
EX: Who wrote the song, "Where have all the Flowers Gone?"?
Notice that the first example has two question marks, one asking who wrote the song, and the second asking about the flowers.
EX: I read the article, "Guess Who Murdered the English Teacher?" and I got some ideas.
The above example has the question mark inside the quotation marks because the question mark is part of the title of the article.
The last example has the question mark outside the quotation mark because the question mark refers not to the quoted material, but rather to the "did" question.
EX:
Did he say, "Ron's not so funny"?
8. Don't use quotation marks around the titles or the headings of your own reports, essays, papers, or thesis. The headings and titles stand-alone. In addition, don't follow a title or a heading with a period. These headings and titles are not sentences, so they don't end with a period.
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Pronoun's Antecedent
A pronoun's antecedent is one that refers back to a specific noun or noun phrase previously mentioned. Reference to a noun by a pronoun is appropriately placed in the same sentence or the following sentence. If there are other nouns or noun phrase separating a noun from its pronoun, the noun should be restated to prevent confusion. Some basic rules to follow are . Avoid using a pronoun without an obvious antecedent.
:
EX:
After the demonstrators refused to leave, they surrounded them.
Revised:
After the demonstrators refused to leave, the police surrounded them. Or The police surrounded the demonstrators after they refused to leave.
Do not use a pronoun antecedent to refer back to an object of a prepositional phrase or a possessive noun.
EX:
In the analysis presented by the researcher, it points out that the experiment contains numerous flaws.
Revised:
The researcher's analysis points out numerous flaws in the experiment.
EX:
In John Kennedy's biography, it offers various possibilities for his assassination.
Revised:
John Kennedy's biography offers various possibilities for his assassination.
Make a pronoun agree in number with its antecedent. NOTE: If the pronoun can be singular or plural, be consistent in usage.
EX:
The voters admire his integrity and directness. This secures his likelihood of winning the election. (this = admiration)
The voters admire his integrity and directness. These secure his likelihood of winning the election. (these = integrity and directness)
The orchestra warmed up for their concert Or The orchestra warmed up for its concert
Academic Writing Tips
Uses of Prepositions
Prepositions can be confusing for learners of English since, at times, the usage does not seem logical. However, there are some standards for prepositions, which help writers in choosing the appropriate preposition. The following chart of prepositions provides some guidance:
1. Time : about, after, around, at, before, by, during, for, from…to, in, on, since, until Fred arrived in Germany in August 1990. He started school on September 6 th . His school day began at 8 o'clock in the morning. He works from sunup to sundown. By March, the weather will be warmer. The discount is available until this Saturday. above, against, along, among, around, at, behind, below, beside, between, by close to, down, far from, from…to, in, in back of, in front of, inside, into, near, next to, off, on, out, out of, outside, over, under, up, upon, within Linda has lived in New York for 40 years. She lives on West 63 rd Street. She lives at 598 West 63 rd Street. Linda takes the subway to work at 6 o'clock every morning. Her friends often see her running to (for) the subway train.
Place:
Reason: because of, due to, for
Because of rain, the office cancelled the tour Parents often wish for peace and quiet. Due to the storm, the officials canceled the marathon. For obvious reasons, the company did not raise salaries.
Manner: by, in (e.g. in a new way), through, with, without
Students reap the benefit of their degree by working in a related field. Some people live without ever owning a car. The paper was filled with redundancies. Through friends, people often learn of new job opportunities.
Quantity: of
Tons of lava poured from the volcano. Many (of the) states support gun control.
Possession (belonging to): of
Members of the Senate serve a six-year term while members of the House of Representative serve a two-year term.
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Linking Paragraphs
Linking multiple paragraphs helps the reader to recognize when a new paragraph is continuing the previous subtopic while also acting as a paragraph break. If multiple paragraphs are not linked, the reader has to determine the relationship between paragraphs. Using the following techniques when writing creates the connection for readers.
1. Use a pronoun that refers to a person, idea or thing just mentioned in the preceding paragraph.
EX:
In addition, these devices facilitated a more expeditious completion of the mission…
Since that was a necessary condition to the success of the mission,… 2. Repeat a key word used in the preceding paragraph.
EX: Third, the Board agreed to offer Mr. Gray the presidency of the organization.
When the offer was made, Mr. Gray did not immediately accept it due to a conflict of interest that ... 3. Repeat a phrase referring directly to the preceding idea.
The military operation left the small, impoverished country without much hope of rebuilding its industry.
This small, impoverished nation, known as … 4. Use transitions that appropriately link the last sentence in a previous paragraph. Many transitions serve to bridge paragraphs.
Due to the results, we evaluated the data and implemented some necessary system updates to remove the errors.
Nevertheless, the improvements failed to correct all the problems that …
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Length of Sentences and Paragraphs
Long Sentences and Paragraphs
Reading fifty to sixty-word sentences or full-page paragraphs is painful. A good length for a sentence is between 10 to 15 words. This length allows readers to absorb the writer's ideas more easily. Do not make the mistake of thinking that long, convoluted sentences make writing more scholarly or impressive. The focus is clarity.
No reader enjoys a difficult or taxing prose. The German philosopher, Nietzsche once said, "They muddy their waters to make them appear deep." What he meant is that writers often try to make simple ideas seem profound by writing long, dense sentences.
Note: Students whose native language is one of the romance languages often have problems in this area.
Suggestion: Pay attention to textbooks (the ones that are clear and easy to read) and imitate the sentence length and structure in these.
Although a paragraph should contain one primary idea, it should not go on for the whole page. This is overwhelming to the reader. If the paragraph requires a great deal of length in order to cover one idea, find an appropriate place to divide the paragraph into at least two paragraphs.
Short Sentences and Paragraphs
Equally bad are continuous short and choppy sentences. These sentences, however, can be easily joined with connectors when editing. In contrast, long sentences are harder to divide. There are, of course, times when short sentences are appropriate, especially in the case of emphasis.
Finally, do not use one or two-sentence paragraphs in formal writing. Students often see this done in newspapers and magazines and try to use the technique in a thesis. These two types of writing differ greatly in purpose and audience.
This last example can be clumsy especially if there are many sentences with this type of usage. Use this option only when the sentence is somewhat short without repeating pronouns. (Incidentally, do not use slash marks (/) , such as s/he or he/she in academic writing. Slash marks can create confusion for the readers and they are a rather lazy method of constructing a thought.)
Indefinite Pronouns
For the indefinite pronouns, such as one, each, either, neither, everyone, everybody, someone, somebody, anyone, anybody, and no one, the corresponding pronoun is singular not plural. The singular pronouns, his and her can be replaced by using a plural subject.
EX:
Everyone voting in the election was asked to make his or her choice via a ballot.
Revised: Voters in an election were asked to make their choice via a ballot.
This revised sentence also removes the vague reference of "everyone."
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Excessive Footnotes
Footnotes are used for two main reasons: to identify sources and to provide explanatory information. Footnotes that amplify information in the text are called content footnotes, which should never be intrusive or superfluous or lengthy. Long content footnotes are distracting to readers, painful for typists, and expensive if you should get lucky enough to have your work published.
Content footnotes should convey just one idea. When footnotes are complicated, lengthy or superfluous, more than likely the writer has not drafted the text properly. If the information in a footnote is lengthy it should be woven into the text or it should be eliminated.
Learning to write well involves the critical skills of including relevant information while excluding irrelevant information. Some students belabor a point by including far more detail than the readers need or want to know. At times, the students recognize that some information does not fit into their text logically, yet instead of excluding information, they decide to stuff it illogically into a footnote.
When some explanatory information is necessary, try to include the information in the text. If there is a great amount of explanatory information, consider writing an additional section or even an additional chapter to the thesis.
Finally, if half of every page in the thesis is consumed by a footnote, just be brave and press that delete key. Everyone involved in the process of getting the thesis done will be thankful.
1.
Capitalize proper nouns and adjectives. Use capitals with the names of specific people, places and things. Generally, a capital is not use when a title is not associated with a proper name; however, a capital can be used when a title substitutes for a known person.
EX:
The committee questioned the Senator. (in this case Kennedy) 3. Capitalize major words in titles. For titles of published books, journals, magazines, essays, articles, and films use a capital letter for all words except articles (an, a, the), coordinating conjunctions (but, and, or, nor, so, for, yet) , "to" in a infinitive (to create) and prepositions unless they begin or end a title or subtitle.
EX: A Key for Writers or Fifteen Days and Nights in Europe
Resource: Raimes, Ann. Keys for Writers
